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Executive Summary
This report consists of strategic planning and delivering of the MICE event Christmas Fair which will be located in Delta Hotel in Breadsall Priory. The hotel is situated within 300 acres of private parkland which gives plenty of space to hold a Christmas fair with stalls, rides and entertainment. During this planning, the event feasibility will be analysed by carrying out a financial forecast of income and expenditure. The report discusses what methods and theories have been used to deliver this event. The five steps of the event cycle made planning much simpler, the Embok model delivers each phase in a timely manner. It also discusses the marketing techniques used to promote the fair, the marketing mix identified all the key areas. Research and planning, identifying any trends and cultural considerations that may impact a successful delivery of the Christmas fair. Addressing these issues prior to the event will eliminate any mishaps/barriers during the event. 
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[bookmark: _Toc181967649]Introduction 
Business tourism, which includes travel for conferences, meetings, incentives, and exhibits, is referred to as MICE (MICE Mag, 2024). It delivers a successful event and is currently considered by the government as a leading agency. This event is a Winter Christmas Fair, which will be held at Delta Hotel in Breadsall Priory. Crowds go from all around to enjoy the two days of competitions, celebrations, and Christmas shopping at the Winter Fair. The Winter Fair gives visitors the ideal chance to purchase some distinctive and unusual Christmas presents in addition to the customary jam-packed schedule of contests, exhibits, and displays (CAFC, 2024). 
This event is a winter favourite for adults, children and also very beneficial for the seasonal traders and suppliers. It gives local businesses a chance to promote their products and make sales. The hotel will also benefit from more bookings from guests travelling from other parts of the country. 
This report analyses how this event is planned and managed. It gives an overview of the process and requirements for the pre-event and post-event stage. It will use different methods and theories to provide insight on the whole process and outcome. 
[bookmark: _Toc181967650]The Event Cycle
The Event Cycle consists of 5 steps between the planning and execution of a successful event (LYYTI, 2021). As per Appendix 1: The 5 steps of the events cycle are as below: 
1. Plan- The four parts of the events planning cycle include planning, promotion, at-event, and post-event (Event Brite, 2024). Firstly, decide on the event budget, identify who the target audience are for Christmas fair, what suppliers are required, the venue, the structure of the fair and how it will be measured.  
2. Organise- Organising also involves coming up with ideas for the event, deciding on a date, and developing the overall plan and strategy. It also includes marketing, technology, scheduling, health and safety, communications, design, and the fundamental abilities required for event planning (Event Academy, 2021). Contacting suppliers and getting quotes, promoting the Christmas fair, training staff to make sure everyone is on board, sending invites out and putting the tickets on sale. A lot of this can be done online and onsite, equally both is required as this is not a virtual event, a lot of onsite work will need to be supervised. The responsibility still lies post event in order to make sure it was successful event and everything is running smoothly. 

3. Measure- Digital skills shine in this situation. In-the-moment feedback is nearly always more genuine, detailed, and ultimately more beneficial when it comes to the content and execution of the event. The use of surveys and feedback-gathering sessions allows us to get a sense of how successful this event was overall (Impact Point, 2021). This can be found by speaking to customers and suppliers direct during the event, feedbacks from customers, online reviews and sale of the exhibition and tickets. 

4. Analyse- The retrospective view allows you to understand what went well, what you can improve on and how you can handle situations differently in order to get a better outcome of the event. This can be done by getting inputs from the crew, as well, if you truly want to comprehend every facet of how the event went. Ask them for a feedback statement to find out what went well and what may be better (Bowers, 2022). Feedback from the exhibitors is highly important and will reflect on how well the event went. If they are willing to come back next year then you know they have benefitted from this event. 

5. Share- To find out when you sold the most tickets and how that relates to your most successful marketing initiatives, review the records from your ticketing or registration partner. In this manner, you may focus on the most effective channels and reduce your marketing budget for the following event (Austin, 2023). By documenting and highlighting how the fair turned out will allow all stakeholders to understand the success of the event, show appreciation of everyone’s effort and also help on making changes for future events.
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The venue is Delta Hotel in Breadsall Priory, it is situated within 300 acres of private parkland which is perfect to set up the Christmas fair. The venue has plenty of parking on site and around the hotel. It has transport links to Derby train station and bus station. The hotel is also just off the motorway which makes it easier for commuters using their own transport. The hotel will also sponsor the fair and entry to the fair will be free for all customers staying at the hotel. 
[bookmark: _Toc181967652]Event Concept
The concept of this event is a winter wonderland, with stalls outside and Christmas decoration throughout. It is a world of joyous celebrations. The customers can discover ideas for Christmas gifts as they stroll through a winter paradise filled with handcrafted delights (Lacey, 2024) Exhibitors such as local traders, artifacts and gifts shops to buy Christmas gifts for loved ones. Christmas trees and decorations will also be on sale. Welcome drinks such as rum, mulled wine for adults and hot chocolates for adults and children. There will be a Santa’s Grotto, Writing letters to Santa with the naughty elf, fair rides, food carts and Christmas gift stalls from local traders and businesses. There will be complimentary canapes of food such as sausage in a blanket, cheese puffs and vegan food. The snow machine will add an extravagant touch to the ground to make the customer feel even more special. There will be music by local singers and karaoke. The guest experience will be very eventful as there will be something for everyone whether you are an adult or a child. 
[bookmark: _Toc181967653]Aim and Objectives 
A precise anticipated result from an event is called an event goal. Whether it's interacting with guests, expanding the audience, or fostering company expansion (Wadhwa, 2023). Parents, kids, and community members can all come together to celebrate this unique time of year at a Christmas fair (Hughes, 2022). The aim is to bring everyone together but also give back to the local community. This fair will give an opportunity for local traders and small businesses to exhibit and promote their business. The revenue gained from the sale of the raffle ticket will go to a local charity with families in need and struggling due to the economy and inflation. This can be seen on the SMART Objective table below:

	Specific
	Measurable
	Attainable
	Relevant
	Time Bound

	
100% bookings on all exhibitor stalls

	
All stalls booked for the weekend by local traders and craftsman. 
	
Call local tradesman and suppliers, advertise on social media
	
The revenue from the exhibitors will contribute to the original budget
	
This will need to be done Pre- Event in order to make sure there is sufficient fund and interest in the fair


	
Sell all the fair tickets

	
Sell all tickets before the event takes place
	
Promote the fair and reach the target market. Banners and advertisements
	
The revenue from the sale of tickets will contribute to the original budget
	
This will need to be done Pre- Event in order to make sure there is sufficient fund and interest in the fair


	
30% customers book room at the venue

	
Special vouchers given to guests which will indicate they have been provided by the hotel. 
	
Publish this on the hotel’s website and banners outside the hotel. 
	
As the hotels is one of the sponsors, the deal is that at least 30% of customers book a room and they get free entry to the fair. 

	
Pre- Event and during the event.




[bookmark: _Toc181967654]Event Management 
One such approach for curriculum development and assessment for these programs is the Event Management Body of Knowledge (EMBOK), a conceptual framework of event management knowledge and procedures (Silvers & Nelson, 2013). During the five phases of this model as seen on Appendix 2, managing the event becomes very simple. 
The first phase is to initiate the event, during this phase the feasibility of the event is analysed. This is done by conducting constructive research, in this case research on other Christmas fairs held around the country, what the costs and expenditures were, the outcome of the fair and the aims and objective. 
The second phase is planning, starting with finance. The cost of venue, catering, renting fairground rides, stall hire, entertainment, security, staffing and legal insurances and licenses will determine the budget of the event. Speaking to the sponsor, the hotelier and discussing the idea. Liaising with all stakeholders, such as suppliers of decorations, food, entertainment and staff requirements. 
The third phase is implementing the plan. During this phase the date is set, the location and venue is booked, suppliers are contacted and orders are placed. Staff are recruited/ hired and trained for the event, ensuring everyone understands their responsibilities. The skills required for this event are organisational, problem solving, time keeping and good communication skills. Health and safety, risk managements are carried out by professionals before the set up and after set up to ensure security and to prevent any issues during the event. 
The fourth phase is the event itself. Ensuring that all the services promised to customers have been met. The event is running smoothly and successfully as planned. Taking of any issues and problems that may arise during the event.
The final phase is closure, ensuring the event has been shut down correctly. Once the Christmas fair is over, taking feedbacks from customers, exhibitors and other stakeholders will give and insight on how successful the fair was. It will also identify any issues which can be avoided on future events. 
[bookmark: _Toc181967655]Marketing
The reason marketing is important for this event is because it informs, engages, and assists customers in making decision about whether to buy the ticket or note. Additionally, a marketing strategy aids in establishing and preserving competition, relevance, demand, and reputation (Chugh, 2024). This fair will require marketing throughout the town of Breadsall and surrounding towns, hotel website, billboards, bus stops, and a variety of other more conventional marketing strategies, such fliers and word-of-mouth (Forbes, 2022). Advertising on social media will reach audiences around the world too, this will increase the number of customers and bookings. They type of marketing approach used to plan for the Christmas fair is the Marketing Mix 4Ps. 
· Product- Christmas Fair with entertainment for both adults and children. Last minute and unique Christmas gift shops, trees and decorations. 
· Place- Delta Hotel- Breadsall Priory, plenty of parking, accommodation at the hotel and lovely outdoor space to set the Christmas fair.  
· Promotion- Advertise on the venue’s website, free entry with stay at the hotel. Banners, leaflets and social media advertising such as Facebook events page, Instagram and Twitter. 
· Price- Offer 2 types of sponsor packages, Sale of tickets and exhibitor stalls. 
Risk Management
The concept of "risk" is rather broad and does not only refer to events involving safety (Middleton, 2023). A degree of risk prioritising through a procedure known as risk analysis is also necessary for effective risk management. Even with limited resources, this enables improved decision making and helps identify the relative importance of each risk. Below are a few examples of what is analysed for the fair:
· Venue- Outdoor location, may get overcrowded
· Weather- The wedding hall inside and marquee can be used in case of extreme weather. 
· Staff- Back up staff available in case staff falling ill.
· Crowd control- Access points and Fire assembly points marked out clearly
· Electrical safety- All electrical items PAT tested and safely tucked away.

[bookmark: _Toc181967656]Event Budget 
In essence, the funds allotted to organise the event constitute the event budget. This is an estimate of the event's cost, as is the case with all budgets; you won't know the precise amount until the event is over (Dulcich, 2024). The most basic expenses for organizing an event are venue rental, audiovisual equipment, and catering. A survey conducted by PCMA CONVENE found that 33% of total expenses are related to food and beverages (F&B). The calibre of experiences an event offers its attendees determines its success. Therefore, it's critical to deploy monies in a way that will maximize their influence on the attendees (Edwards, 2024). As seen on Appendix 3, the budget will be raised from the sale of tickets, rent from exhibitors and sponsors. The expenses have also been calculated and if all is met as per the estimate then, the event will be very feasible. 

[bookmark: _Toc181967657]Industry Trends
There are trends in every sector, they are frequently used by businesses to spot new prospects or sway marketing choices. Identifying the latest trends will give you advantage in order to understand shifting trends, consumers need and the impact it will have on the event. Events must be influenced by environmental forces and trends. Numerous factors, including demographic, cultural, political, and economic ones, affect the events industry as a whole (Alan et al, 2000). The rise in taxes and rates will mean the costs will be higher and therefore the budget may need to be re-calculated and feasibility may change. The second most obvious development is the increased use of technology for both work and play (Naisbitt, 1990). Hybrid events are becoming very popular, pushing AI to the next level. The entrance to the Christmas fair will have a scanning machine in the entrance which will allow customers to scan their ticket and enter the fair. Environmentally sustainability is having a huge impact on these outdoor events. Reducing waste and recycling will be at the heart of this event. 
[bookmark: _Toc181967658]Situational and Cultural Considerations  
Cultural considerations help understand what matters to the clients and guests. They can affect anything from the types and quantities of food you serve and communication style (Raghav, 2024). Providing a unique service will keep this event a step ahead of the competitors. With the use of SWOT analysis, the strength, weaknesses, opportunities and threats have been identified below for the Christmas Fair.
	
Strengths

· The venue offers accommodation for the weekend
· It is located next to the motorway and have bus and train facilities too.
· There is plenty of parking at the venue
	
Weaknesses

· Travel to location may be expensive
· Limited outdoor space
· Low budget

	
Opportunities

· Increase budget
· Secure partnership with traders
· Build a portfolio

	
Threats

· High competition
· Laws and regulation









[bookmark: _Toc181967659]Conclusion 
The research and methods present that this event is feasible. By following the event cycle and Embok model, the Christmas fair will be planned and delivered successfully, ensuring research and all the processes have been carried out accurately. The location of the event makes it very attainable due to the space available and the convenience of residing at the hotel. If the correct marketing approach is used then promoting the business will be easy with the use of social media and AI, reaching large numbers of audiences will be much easier and simpler. Following the SWOT analysis, any issues and threats can be addressed before the event to prevent any barriers on the day. 
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Appendix 1: Source: LYYTI (2024)
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  Appendix 2: Embok Model (2013)
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Appendix 3: Budget and cost
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Measuring Success

Estimated Revenue will be: £47,500.00 Estimated Expenses will be: £28,500.00
« £25.00 x 300 guest= £7500.00 « Venue- £4,000.00
= £300 x 50 Pitches= £15,000.00 « Catering- £2,500.00

Entertainment- £3,500.00
Wages- £6,000.00

Advertise/ Promotion- £1,500.00
Decorations/ stalls- £3,000.00
Rides- £5,000.00

Licensing and insurance- £500.00
Audio- £2,000.00

Security- £500.00

= Minimum 4 major sponsors- £20,000
10 Smaller sponsors- £5,000.00

Estimated Profit- £19,000.00




